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INTRODUCTION

In this report, I am going to cover and reflect on the most useful topics I have studied during the two terms of academic and employability skills. I’m going to discuss how they have influenced my actions and how helpful they have been for my academic career, also, what my mindset was before knowing them and how they have changed my vision of the journey ahead.
I will reflect on said topics using Gibbs’ Reflective Cycle (1988) as a method of reflection and discuss the model of reflection before concluding the report.
I will use the knowledge received from the lecturers to write an appropriately structured academic report.

Before starting my studies, I was really worried about the challenges I might have encounter after the start date. What I would have faced, or how to overcome obstacles was making me anxious and impatient.
Academic and Employability skills Module introduced me to the journey ahead with a bit more clarity, also, it explained and taught me skills applicable in the real world.
We, like a class, had two different lecturers for the different terms and they have been both really patient and passed many valuable information to all of us, however, I will just discuss the topics that have been the most useful and memorable for me, from both terms.

ACADEMIC WRITING

The lecturers we had in the first term changed my vision of the academic journey and started right from the beginning.
After revisiting basic grammar and sentence structure, our former lecturer introduced us to academic writing, from paragraph structure to paraphrasing, to reports and essays.
Surely for me and my classmates, it was really helpful to revisit the grammar for sentences and paraphrasing because most of us are coming from different countries and languages, therefore, we could start studying academic writing with more confidence and willingness.
We have learned that Academic writing, is a style that needs to be used by all students and does not have a definition yet, however, according to the University of Portsmouth (nd), to develop an academic writing style it should be:
-	Formal: With no use of spoken language or colloquial words, even if common ones.
-	Objective: Standing back from our ideas and wrote in a neutral way.
-	Cautious: Not being too certain about arguments but question them instead.
-	Succinct: Straight to the point and with short sentences.
-	Impersonal: Avoiding words such as ‘I’, ‘My’, or ‘me’. Exemption for reflective writing or portfolio assignments.
The assessment pressure I’ve had before, became lighter for a moment before I realised that it wasn’t that simple, but, with time and dedication, I would have learned how to compose an appropriate essay or report following the academic writing style.
At that moment, the assessment brief for the report we had to do started to make sense in my head, also, I finally looked at the path in front of me with more clarity and self-confidence.
Academic writing lectures helped me to overcome the fear I had, it didn’t become easy but at least understandable, therefore, doable. 
This topic impressed me and motivated me throughout the first term because I knew what I was asked to do and how to do it, also, the classroom learned how to paraphrase from references, write in an appropriate way, and structure paragraphs. 
We were a bit more able to cope with the assignment and we would use this knowledge along the way for all the studies ahead.

ORGANISING STUDIES AND TIME MANAGEMENT

The second topic discussed in this reflective report is “Organising studies and Time management”.
In the past I might have underestimated the importance of time management in general, however, it became really important for me to be on time for my deadlines (both studies and career).
I wasn’t aware of the impact that the organisation has on stress management and the support it gives in order to cope with the requirements. 
This was one of the lectures that impressed me from the first minute and that I wish we were in the classroom for.
According to the University of Portsmouth (ND), all students must be prepared to manage contact hours and free time in order to be successful in their course. 
Contact hours are those timetabled and that cannot be changed (lectures, seminars, or tutorial). All the hours that are not timetabled can be called “free” time.
A student needs to motivate himself in those free hours and dedicate some of that time to study, otherwise, he won’t be successful on his course.
It would be only beneficial for a student to have a wall planner or an electronic equivalent to be prepared and ready for the deadlines ahead.
I was surprised that I never thought before about the importance of a planned system and I was illuminated by the topic.
Once again, the Academic and Employability skills Module made my academic life easier.
I’ve immediately started to use simple tools to organise better both my study and my jobs such as an electronic calendar and paper diary, therefore, it became more natural with time.
I strongly believe that time management, in general, it’s been a topic that will help me along the way, and It will make my studies easier even if it might be difficult sometimes to keep every task logged.
I would have started using electronic calendars before if I knew the help it provides in time management and organisation.

COVER LETTER

Moving forward to the second term the module became more practical and straightforward in my opinion, also, the lecturer covered a topic which I’ve always underestimated and where I was lacking the most in real life: The cover letter.
The cover letter becomes essential when we apply for a job to support the cv and it shows to the employer the communication skills possessed. It must be correct in every aspect; therefore, we were advised to read it thoroughly beforehand and if possible, let someone else proofread it.
According to Jobs.ac.uk (nd) there are some characteristics that make a cover letter successful that are:
-	Tone: Our cover letter should be addressed to the interviewer or head of recruitment and nothing like “to whom it may concern”. It should follow business letter standards and it must be written in a formal and professional style.
-	Length: The cover letter should remain concise and not too long. If the cover letter is longer than two pages the recruiter will most likely skip it.
-	Content: Our cover letter will work best if it is specific to the role desired, a general cover letter will not have the same impact on the reader.
It should briefly cover the skills of the individual and not being a recap of the CV. Conclude with a paragraph to show the interest in the position and thanking the reader.

My cover letter was never like it was supposed to be and I was shocked to discover the importance of it, therefore, by the opportunities that I might have missed because of the wrong structure, tone, and delivery. 
Understanding how a cover letter should be written got me thinking and made me feel more confident and prepared for the next one I will do, also, the cover letter template we have completed in class helped me and my classmates to understand how to put the theory into practice.
It will be easier to be noticed by employers with an appropriate cover letter even if it could take more time before applying for multiple jobs. It needs to be specific and some research on the hiring company is needed to have the best chances to be invited for an interview.
My cover letter will be the one thing, the recruiter will use to define me and decide if I could be the right candidate to invite for an interview, therefore, it must be written in an appropriate way and catch the attention of the reader.
My cover letter was not so professional, I had a general one for all my job applications, and it didn’t follow business letter standards, however, thanks to the module, it will be easier to write an appropriate one in the future.

REFLECTIVE WRITING

The last topic that I reflected on, in this paper, is Reflective Writing.
Reflective writing is the exception of academic writing and is written in a personal way which allows the writer to use words such as “I”,” My” or ”Ours”, also, it is the way I’ve composed this assessment following Gibb’s reflective cycle (1988).

‘It is not sufficient to have experience in order to learn. Without reflecting on this experience, it may quickly be forgotten, or its learning potential lost.’ 
(Gibbs’ 1988)

According to Learning by Doing, A Guide to Teaching and Learning Methods (Gibbs’,2013, p. 49-50) an individual can learn through reflection on experiences dividing the process into 7 stages:

-	Description: Without any judgment or conclusion just describe the experience.
-	Feelings: Without analysing just point out feelings and reactions.
-	Evaluation: Give some value judgments and evaluate what was good or bad.
-	Analysis: What was happening and what was the sense of it.
-	Conclusion(general): A general conclusion from analysis and experience.
-	Conclusion(specific): What can be concluded for my personal and unique case.
-	Personal action plan: How you will move forward in light of the new information and what would you do differently in a similar situation in the future.

Students should be able to logically move between stages building a fluid thought and a full reflection on the experience.

I was relieved to find out that there is a system we can follow and surprised to see how much information can be taken from a single experience.
It was relieving to know that a system has been created more than thirty years ago and it was time to apply it for the reflective report.
Gibbs’ gave us a way of thinking following steps rather than just improvise and it is still actual nowadays, also, it is applicable in the daily routine at the workplace in social care to avoid repeating mistakes that can lead to patient discomfort.
For me, it’s been a revelation and I try to apply it as much as I can to learn more in depth about my experiences and eventually, let the system become more natural.
I would have read more about it before, and in the future, I’m sure I will use Gibbs reflective cycle on many occasions.

Conclusion

Academic writing, time management, cover letter, and reflective writing are the topics that impressed me the most and have been the most useful from my two terms of academic and employability skills module.
They all add value to my first year in Higher education and I’ve learned valuable skills that will help me along the way.
These topics made me feel relieved, surprised, and more confident, therefore, my academic journey will be much easier thanks to the knowledge this module gave me.
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